


JOB DESCRIPTION

INTRODUCTION

This position is in the Office of the Product Manager for Family
of Simulations (PM FAMSIM), under the Project Director for
Combined Arms Tactical Trainier (PM CATT). PM FAMSIM manages the
acquisition of Combined Arms Constructive Training Simulations
and related systems.

MAJOR DUTIES

1. Participates in the management of an organization by
performing routine administrative and clerical work. Based on a
good working knowledge of the office and the programs under the
supervisor's control, the employee resolves problems associated
with the administrative and clerical work of the office.

- Receives calls, greets visitors, and directs to supervisor or
other staff members only those contacts needing their attention
or action. Takes care of routine matters and on the basis of
knowledge of the programs and functions, project assignments,
internal procedures and relationships, and current work status,
refers other inquiries to appropriate personnel. Personally
responds to routine and nontechnical requests for information,
such as status of reports, suspense dates, and similar
information readily from files. Maintains supervisor's calendar
and schedules appointments based on knowledge of supervisor's
interests and commitments.

- Composes correspondence on administrative and clerical
functions of the office. Composes routine correspondence on
other subjects as outlined in regulations and procedures or
specifically requested by supervisor. Reviews outgoing
correspondence for procedural and grammatical accuracy and
return to originator for required corrections.

- Receives and reviews all incoming mail for the organization.
Determines which items should be brought to the attention of the
supervisor and those that should be sent directly to other staff
members for action. Reviews outgoing mail for enclosures, dates,
signature, complete addresses, and destinations. Maintains
suspense records on all correspondence and actions documents and
follows up to ensure a timely reply or action.

- Prepares in final form all types of documentation and forms
incidental to office management. Prepares travel order requests
and all associated actions and documentation.

- Reads directives and instructional material pertaining to
administrative practices and clerical procedures in order to be
aware of new or revised procedures. Provides guidance and
assistance on applicable administrative procedures, instructions,



and regulations to other personnel within the organization as
required.

- Establishes and maintains files; revises and disposes of files
following goverment procedures. Maintains reference files of
frequently consulted regulations, policies, directives, and other
material. (75%)

2. Operates a computer terminal and a variety of application
software to produce in final form from written material, brief
instructions, and/or voice recordings narrative and tabular
materials such as correspondence, travel documents, personnel
actions, etc. Utilizes knowledge of regulations and procedures in
determining the number of copies required and arranging material
in proper format. Proofreads completed work for accuracy in
spelling, grammatical constructions, and punctuation, and checks
to assure presence of necessary enclosures. (25%)

PERFORMS OTHER DUTIES AS ASSIGNED.
1. KNOWLEDGE REQUIRED BY THE POSITION LEVEL 1-3 350 PTS

Knowledge Type III

Knowledge of the substantive programs of the organization as
they related to the clerical and administrative functions of the
office. Knowledge of the duties, commitments, goals and
priorities of the supervisor and organizational staff members to
perform assigned tasks and advise other clerical support
personnel of such matters as the application of instructions and
regulations and their effect on the work of the staff. Knowledge
of spelling, punctuation, capitalization, arrangement, grammar,
and required formats. Skill in operating a computer terminal and
various software packages to produce documents in final form. A
qualified typist is required.

Work Situation A

The organization may be subdivided into subordinate elements
responsible for specific programs or projects assigned to the
organization. Internal procedures and controls are normally
established for recurring actions. The supervisor usually
coordinates the work of the organization through face-to-face
discussions with the staff.

SUPERVISORY CONTROLS LEVEL 2-3 275 PTS

The supervisor makes work assignments in terms of general
instructions and desired results. The employee plans and carries
out duties independently within the scope of established
procedures and practices. The supervisor spot checks work for
adequacy and compliance with instructions.

GUIDELINES LEVEL 3-2 125 PTS



Guideline includes detailed procedures specified in manuals and
established instructions. Style manuals and regulations
pertaining to the work are readily available. The employee
exercises judgement in determining which of the guidelines is
most appropriate to each assignment. Situations requiring
significant deviations from established methods are referred to
the supervisor.

COMPLEXITY LEVEL 4-2 75 PTS

The employee performs the full range of procedural duties in
support of the office. Decisions requiring what needs to be done
involve various choices, requiring the ability to recognize the
existence of and differences among clearly recognizable
situations. Actions to be taken or responses to be made differ in
such aspects as the sources of information, the kinds of
transactions or entries, or other readily verifiable differences.

SCOPE AND EFFECT LEVEL 5-2 75 PTS

The purpose of the work is to relieve the supervisor and staff of
the routine administrative and miscellaneous clerical work. The
work affects the accuracy and reliability of further processes.

PERSONAL CONTACTS LEVEL 6-2 25 PTS

The employee's personal contacts are primarily within the
immediate office, but also involve contacts with others in
related units, and visitors to the office who have appointments
with staff members.

PURPOSE OF CONTACT LEVEL 7-2 50 PTS

The purpose of contacts is to obtain or provide information,
coordinate administrative work, and to resolve problems.

PHYSICAL DEMAND LEVEL 8-1 5 PTS

The work is sedentary. No unusual physical demands are placed on
the employee.

WORK ENVIRONMENT LEVEL 9-1 5 PTS

The work is performed in a typical office setting.

TOTAL 985 PTS


